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FOREWORD 



This module Is one of a series of 100 performance-based 
tMcher aducatlorr (P6TE) learning packages focusing upon 
•pacific professional competencies of vocational teachers. The 
compttancies upon which these modules are based were iden- 
^ tifM arid verified through research as being important to sue- 
ceaaful vocational teaching at both ^ secondary and post* 
secondary levels of inftroction. TheTfKxlules are^suitable for 
the preparatk>n of teachers in all occupational areas. 

Each module provides learning experiences that integrate 
theory and application, each culminates with criterion refer- 
enced asaessment of the tclacher's performance of the spec- 
jfled competency The materials are designed for use by indi- 
vidual or groups of teachers in training working under the 
direction and with the ^stance of teacher educators acting as 
reaource persons Resoi/Fce 'persons shouW be skilled in the 
teAcher competency being developckJ and shouW be thor- 
oughly brient6d to PBTE concepts and procedures in using 
these materials. ' 

The design of the matenals provides considerable flexibility for 
planning and conducting performance-b^tsed preservice and 
inaervice teacher preparation proorams to rtieet a wftje variety 
* of indlvkjual needs and interests, the maflsrials are intended for 
use by universities and colleges, state departments of educa- 
tion, post-secondary Institutions, local education agencies, and 
others responsible for the professionar development of voca- 
tional teachers further Inforrhation at>out the use of the mod- 
ules in teacher education program^ is contained in three re- 
lated document^ Student uuioe to UalngPerformance-Oaaed 
Teacher Education IMatertals, Reaource Person Guide to 
Uaing Perfonnance-Based Teacher Educatlod {Materials and 
Quide to Implementation of Pei^rmance-Based Teacher 
Education. 

Thf PBTE curriculum packages are products of a sustained 
research and development effort by The Center's Program for 
Professional Development for Vocational Education Many in- 
dividuals, Institutions, and agencies participated with The Cen- 
ter and have made contributions to the systematic develop- 
ment, testing, revision, and refinement of these very significant 
training matenals Over 40 teacher educators provided input ir\ 
development of initial versions of the modules, over 2,000 
teachers and 300 resource persons in 20 universities, collages, 
and post-secondary institutions used the materials and pro- 
vided feedback to the Ce<^ter for revision and refinement. 

Special recognition for major individual roles in the direction, 
development, coordination of testing, revision, and refinement 
of thesie matenals is extended to the followir^g program staff 
James B Hamilton. Program Director, Robert E Norton. As- 



sociate l^rogram Director; Glen E Fardig, Sp^ialist; Lois Har- 
rington^ Program Assistant; and Kven Quinn, Program Assis- 
tant. Recognition is also extended to lOisty Wis, Technical 
Assistant; Joan Jones. Technical Asaisnnt; and ^Jean Wiaen- 
baugh. Artist for their contributions to the final refinenr»eftt of 
thematerials. Contributions made py 4ormer program staff to- 
warcf develdpnnentai version's of these materials are also ac- 
knowledged Calvin J. Cotr^ll directed the^^ocatlonal teacher 
competency research studies upon which these modules are 
baaed and also directed the curriculum development effort 
from 1971-1972. Curtis R. Finch prDvkleW leadership for the 
program from 1972-1974 

Appreciation is^Osd extended to ^i those outskle The Center 
(consultants, fiek5 site coordinators, teacher educators, 
teachers, and others) who contributed so generously In vark>us 
phases of the total effort. Early versions of the materials we)<e 
developed by The Center in cooperation with the vocatkjnal 
teacher^ education facuttle#at Oregon State University and at 
tfie University of Missouri-Columbia. Preliminary testing of the 
materials was conducted at Oregon State University, Temple 
UniveriBity, and University of Mlssouri-Columbia. 

Following preliminary testing, major revision of all materials * 
was performed by Center Staff with the assistance of numerous 
consultants and visiting scholars from throughout the country 

Advariced testfng of the materials was carrie<f out with assis- 
tance of the vocational teacher educators and students of Cerv 
tral Washington State College. Colorado State University, Ferris 
State Coliege.^higan. Florida State University. Holland Col- 
lege. PEL. Canada; Oklahoma St^te University, Rutgers Uni- 
versity; State UrTiversity College at Buffalo; Tenfiple University; 
University of Arizbna; University of Michigan-Flint, University of 
Minnesota-Twin Cities; University of Nebraska-Lincoln, Univer- 
•sity of Northerh Colorado; University of Pittsburgh, gniversity 
of Tennessee. University of Vermont, and Utah State University. 

The Center is grateful to the National Institute of ^ducatloff for * 
sponsorship of this PBTE curriculum development effort from 
1972 throuoh tte completion Appreciation is extended to the 
Bureau of Qccupationat andAdult Education of the U.S. Office - 
pf Education for their sponsorship of training and advanced 
testing of the materials |t 10 sites under provisions of EPOA 
Part Section 553 Recoboition of . funding support of the 
advanced testing effort is alioextended to Ferris State College. 
Holland College, Temple UnWersity, and the University of 
Michigan-Flint. 
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RjberijE Taylor 
• Director 

The Center for Vocationai Education 



THC CtMTlM KM VOCATIONAL ftOUCATIOM 

, The Cent^ for Vocational Education's mission is to 
irtcrMM tt)e ability of diverse agencies, institutions, and 
organizations to solve educational problems relating to 
indlvkJual career planning and preparation The Center 
fulfills its misstonW^ 

V ' • Generatinginowledge through reiieJffch 

• Mveloping educational programs and products ^ 
* • CvaluartligmdtvktaatprogrsrTvrvNKfS^^d outcomes - 

• inetailing educational programs arvj product 

• Operating information systems and services 

• Conducting leadership development and training 
programs ^ .v 
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AMERICAN ASSOCIATION 
FOR VOCATIONAL 
INSTRUCTIONAL MATERIALS 

Engineering Center 
Athens, Georgia 30602 

The American Association lor Vbcationai Inatructionar 
Materials (AAVIM) is an interstate organization of unfver- 
•Hies, colleges and divisions of vocational education de- . 
voted to the improvement of teaching through better in- 
formation end teaching aids 
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INTRODUCTION " 



Audiovisual equipment and materials are ver- 
satil©»tools which can be used in a variety of ways 
and which help ensure that your lessons will be 
more effective and int^restlng. Record players and 
tape recorder^ are two audio^sual devices whioh 
can be put to good use in the vocational classroom 
or laboratory on a group on individual listening 
basis. 




There are ti number of advantages to using rec- 
ords and audiotapes: (1) the equipment is porta- 
ble, generally simple to operate and readily avail- 
able, (2) cassette recorders are quite inexpensive; 
(3) records are available through libraries at no 
cost, are inexpensive to purchiase, and are easy to 
store arid use;'(4) audiotapes are inexpensivfe, are 
ideal for recording classroom activities or special 
events, and car^ be erased and reused ; (5) students 
can be involved in thre classroom activities by pro- 
ducing student-made audiotapes or operating the 
equipment during classroom presentations; and 
(6) students can use the equipment and materials 
#on an individual basis Records and audiotapes 
can be used at any point in the lessdn (introduc- 
tion, body, summary), and they can be very effec- 
tively used in combination with other types of 
media scrstL^ slides and filmstrips. 

' This moduie is designed to help you become 
competent in operating record players and ta^ 
recorders, and m using records and audiotapes to' 
present information in the classroom or labora- 
tory. It will also help you gam skill iq determining 
when a record or an audiotape is the best (or one of 
the best) audiovisual device to use for a particular 
lesson ^ 
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Objectives 

TmnM Ot4$cMm: In ani actual school situation; pre- 
tant fnforp^ton with 'audio racordlngs. Your parfor- 
manoa wi|liMra88Maad byypur resource person, u^lng 
the Teacher Parformirwe Aaeeesmant Form, pp. 47-48 
<^a8m*v Expaderyce V). 

enabling ON^ves: 

1. After completing the required rekdtng, set up and 
operate a rtfCord player {Leafntng Experience I) 

2. After compietmg the required reading, present in- 
formation with-fecords in a practice situation (Learn- 
ing Experience //) 

3. 'After completing the re^^uired reading, set up and 

operate a reel-to-reel tape recorder (Learning Ex- 
perience III) ^ 

4. After completing the required reading, pr^senf in- 
formation with prerecorded tapes in a practice situa- 
tion (Learning Experience IV) 

Prerequisites 

To complete this module, yod must have competency in 
^developirfg a lesson plan and in selecting student in- 
structional materials If you do not already have these 
competencies, meet with your resource person to de- 
termine what method you will use to gam these skills 
One option is to cpmplete tfie information and practice 
activities m the following modules 

• Develop a Lesson Plan, Module B-4, 

• Select Student Instructional Materials, Module B-5 

Resources 

A list of the outside resources wh^ch supplement those 
contained within the module follows Check with your 
resource person (1 ) to determine the availability and the 
location of these resources, (2) lo locate additional ref- 
erences in your occupational specialty, and (3) to get 
assistance in setting up activities with peers or observa- 
tions of skilled teachers, if necessary Your resource 
person fjiay also be contacted if you hasfe any difficulty 
with directions, or in assessing your progress at any 
time 

Learning Experience I . 

RequirQfl 

A record player to set up and operate. 
An educational record for use m setting up and 
operating the record player 
Optional ' 
An audiovisual expert with whom you can discuss 
the uses and operation of record players 
An audiovisual equipment dealer whom you can 
visitor write to concerning record playerequipment 
and supplies currently available 



Learning Experience II 

Rei^uired. ^ 
A record player to us^ during a lesson 
A record with which to present information in a 
lesson. 

A resource person to role-play a student to whom 
' you are presenting a lesson and to evaluate your 
performance m usirjg records to pfeserrt informa- 
tion 
Optional 

A resource person to review the adequacy of your 
lesson plan. 

A teacher skilled in presenting information with rec- 
ords whom you can observe 

Learning Experience III 

Required ^ 
' A tape recorder^ (with microphone) to set up and 
operate ^ 

Two audiotapes, one prerecorded and one blank, for 
use in setting up and operating the tape recoVder 
Optional 

An audiovisual expert with whom you can discuBs 
the uses and operation of tape, recorders 
An audiovisual shipment dealer whom you can 
visit or write to concerning tape recorder equipment 
and supplies currently available 

Learning Experience IV 

Required 

A tape recorder to use during a lesson 

An audiotape with which to present information in a 

lesson 

A resource person to role-play a student to whom 
you are presenting a lesson and to evaluate your 
performance in using audiotapes to present infor- 
mation 
Optional 

A resource person to review the adequacy of your 
lesson plan 

A teacher skilled in presenting information with au- 
diotapes whpm you can observe 

Learning Expedience V 

Required 

An actual school situation in which you can present 
• information with audio recordings 
A resource person to assess your competency in 
presenting information with audio recordings 
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This module covers performance element nurr\t>ers 126, 131 from Calvm 
J Cotrell er a/ . Model Curricula for Vocational and Technical Education' 
Report No ^(Columbus. OH The Center for Vocat»on«l Education, The 
Ohto State University) The 384 elements m this document form the 
research base for all The Center's PBTE module development 

Por mfop^ation about the general organization of each module, general 
Drooedures for their use, and terminology which is cofjimon to all 100 
flnoduies, see AJx>ut Using The Centers PBT^ ModuTes on the jnsida 
R>ac^ cover 
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l^earning Experience 1 



OVERVIEW 



i Enabling ^ 
I Objective J 



Activity ^ 



After completing the required reading, set up aod operate a record player. 





E Activity m 



You will be redding the information sheet, Operating the Record Player, pp. 
6^8. • . \ 



You will be setting up and operating a record player byLCompleting the 
exercises specified JrHhe Record Player Worl<sheet. pp. 9-11. 



t Opttonal \ 

# Activity m ^dupi 



You will be evaluating your competency in setting up and operating a 
record player, using the Recprd Player Operation Checl<list. pp. 13^14. 



You may wish to locate and meet with a person with expeHise in the area of 
audtovisuals for the purpose of discussing further the uies and Mjpratipn 
of record plajy^^- ^ - . ^ 



may wish either te visit an audiovisual equipment dealer or to write 
dealer for catalogues describing the latest 4ype^ of equipment and 
'dupl:)lies avaMable. 



FIGURE 1 

AUDIO EQUIPMENT: RECORD PLAYER 
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Activity — 



For information explaihing how to select, s?t up and operate the equip- 
nr\W and materials necessary for a presentation which uses a record 
playfer, read the following information sheet' 



OPERATING THE RECORD PLAYER 



Most people are very familiar with record 
players/stereos/phonographs, and have • been 
operating various typ>es for most of their lives. The 
types of record players you will encounter as a 
teacher may vary slightly from what yfOJ are used 
to, but you will still be able to apply what you 
already know to the operation of school machines. 

Operation Procedures 

First, check to see if Ifie record you wish to'play 
is monaural or stereophonic. Monaural records 
can be played on either, monaural or stereophonic 
record players. Stereophonic records, however, 
should not be played on monaural record players 
because the record grooves can be damaged 
Therefore, the record you are using will determine 
the type of machine you must have. Many school 
record players and educational records are mon- 
aural. I 

Once you ha^e selecteci and obtairpd the prop- 
er record player, remove its cover For some ma- 
chines, the speaker(s) will be completely separate, 
for some the speaker(s) will be built Into the cover, 
and for some the speaker(s) will be built into the 
record player. If the sp^ker(s) is separate, then it 
will rieed to be plugged into the speaker jacks (i.e . * 
connector holes) on the record player The record 
player and/or speakers should then be placed so 
that the audience will be able to he^r well. For most 
classroofTi setups, the speakers need to be at the 
ear ^e^ of the listeners. 




If there is just one speaker (monaural sound), 
place the speaker at the front of the room, slightly 
off center, and turned so that the sound is directed 
.d lagonally across the room. If there are two speak- 
ers, put them facing the audierrce about six to 
eight feet apart, (Once you have a record playing, 
you can properly place the speakers by moving 
them apart until the sound seems to come from a 
point between the two speakers.) Then, locate the 
power cord, plug It m, and turn on the amplifier 
and the turntable 

Now you are ready to prepare the record player 
to accommodate the record you wish to play 
Check the record label to determine the recortl 
speed. 45 (revolutiqns per minute). 33 Va. 16. or 78' 
(the latter two speeds are nearly obsolete). Set the 
record speed selector on the record player accord- - 
ingly. If you are pla^ng a record and it soundsjoo 
fast ortoo slow, then your record speed selector is 
probably at the wrong setting. 

Next, check your needle setting. A 78 record has 
"standard" grooves. 16, 33V3 and 45 records have 
'-microgrooves " If the school record player has a 
needle (or stylus) withvtwo stettlngs, you need to 
make sure that it is set for the type of grooves on 
the record you will be using. Using the wrong nee- 
dle will damage the grooves on the record The 
microgroove needle iS so^iny that It will ride the 
bottom of a standard groove, a standard needle 
will ride the top edge of a microgroove Present- 
daiy machines, however, have a needle that Is suit- 
able for all record speeds 

Most school record players do not have auto- 
matic record changers, but should you be using 
a record player that does, then /ecord size 
becomes Important. Records come in four sizes* 
7". ia', IZor 16"' Most 33V3 records are 12". most 
45 records are 7". and you will probably not be 
using 10" or 16" records YCu must set the record 
size selector on the record playerto the proper size 
m order for the automatic record changer to oper- 
ate correctly If. for example, you are using a ^2' 
record and you set the selector at 7", each time a 
record drops down, the needle will be placed au- 
tomatically five inches m from the outer edge of 
the* record 
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If the record you will be using is 45, then ,it will 
have ^ larger center hole. Thus, it win not fit . 
property on the record playefr spindle without a 
special adaptor for the SQfndle. Some jturhtables 
have the 45 adaptor built into the ti^ntable; by 
IMting the adaptor and turning it, the 45 r^ords 
can be played; by turning it and lowering it, it 
becomes flush with the turntable so 78 and 33V3 
records can be played. Other machines have sepa- 
rate adaptors that fit over the regular spindle, 
there are also adaptors that fit inside the hole of 45 
records so they can be played on any machine 
w^thodt having to be concerned as'to whether the ^ 
machine has an adaptor or not. 

Once all the necessary adjustments have b6en, 
made to your settings, pick up the record (by its 
edges only) and place it on the turntable. Release 
hi tbe tone arm 

and place it 
gently oh the 
record in the 
run-in 
groove near 
the record 
edge. Adjust 
the volume 
\ control and 
J the tone (or 
tret)le and 
bass) con- 
trol(s). 

When the 
record is 

over (unless the shut-off is automatic), gently and 
steadily remove the tone arm and relock it into 
place. Remove the record, and return it to its dust 
jacket. Unplug the power cord (and speaker cords 
if necessary) and return the corcl(s) to their storage ^ 
area. Never wrap the cord around and/or under the '\ 
turntable as this can damage It. Finally, replace the 
cover on the machine. ^ 

Maintenance 

Most of the maintenance tasks related to the 
record player need to be done by an expert repair- 
person. The primary responsibility of the teacher in 
the maintenance area is to treat the record player 
carefully. Avoid jarring itor atlowing Ittobumpinto 
things while it is being carried. Do not forcibly lift 
ttieibne arm while it is locked and do not carry the 
record player around by its carrying handle while 
the tone arm is not locked. It is also important that 
you make sure that worn or damaged needles are 
replaced; always set the needle onto the record 
gently and lift it off the same way; and make sure ^ 
the niBedle is free of dust by blowing the dust off, ' 
not by brushing it off with a finger. 



r 




You are ateo responsible for tending to thte con- 
ditfcn of the records, Records should always 
ke0t in their dust jackets when they are ru)t in usfe. 
They should never be handled in the area of their 
grooves. They should always be stored* vertically, 
away from excessive heat or dampness. The rec- 
ord sgrface should be kept clean. Special silicone 
cloths and antistatic sprays are available for this 
purpose. If you do not have either of those items, 
you can gently, wipe the grooves in a circular njo- 
tion usirTg a soft cloth which has been dipped in 
cool water and rung out until if is almost dry. 




Materials 

There are a number of sources available for 
locating educational records. These includef-, 

• Teachers' professional organizations 

• Colleagues ^ 

• Organizations suchfis Audio Education, Edu- 
cational Recording Services, ^nd the Ameri- 
can Library Association 

• Curriculum guides 

. • Libraries and school or university media cen- 
' ters ^ 

• Record companies 

• Journals and periodicals 

• Schwann-2 Catalog 
W. Schwann Inc. 

Boston, Massachusetts ^ ^ (monthly) 

• Educators. Guide to Fre^ Tapes, Scnpts^snd 
Transcriptions 

Educators Progress Service 
Randolf, Wisconsin 

• AV Instructional Materials Manual 
James W. Brown & Richard B Lewis, Eds. 
McGraw-Hill 

New York, New York 

• Bluebook of Audio Visual Materials 
Educational Screen and Audiovisual Guide 
Chicago, llljnQis (annual) 

• Teacher's Record Catalog > 
Harrison Catalogs 

New York, New York (annual) 
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j Activity 



The following worksheet is designed to help you become competent in 
operating the record player. No one need see this worksheet unless you 
* ^ooee to sftew it to'them, so do not be reluctant to record what actuaUy 
happens, right or wrong. The sheet is not intended to show proof that you 
did everything perfectly the firs^time. It is intended to help you to organize 
your knoNVledge about the operation pf the record playeCto help you afpJply 
that knowledge to actual equipment, to point out to you where you have 
gaps in your knowlfedge, and to help you determine how to fill those gaps. 
Completed thoughtfully and thoroughly, this sheet should make an excel- 
l^t reference for you in the fiKure. Read the directions carefully and then 
complete each of tha.14 exercises. 



RECORD PLAYER WORKSHEET 

DIractlons: Locate a record player and an educational record. Arrange for the equipment and material to 
be placed in the room in which you will be working with them. Complete each of Ihe following.exercises 
uiing the actual equipment and materifil. Each exercise requires a short response, Please respond fully, 
but briefly, and make sure you respond to all parts of each item. Do not answer Jlmply YES or NO; e^xplain 
yOpUr responses. Should you have any difficulty with an exercise, make a note of that problem. 

1. What is the make and model of the record player with which you are working*^ 



2. Is there an operating manual Does it contain any information that is different fro m, or was not 
covered in, the information'Sheet? If so. briefly describe that information 

I 



3. Open the cover of the record player and remove it if necessary. Use the following checklist to check 
off the types of controls available on the record player you are working with" 



r 



Speed Settings 

y^_^^3V3 rpm 

16 rpm . 

78 rpm 

_45 rpm 

Automatic Changer 

No 

Ye9 

r 

10" 

12" . 

16" 



Needle Settings 

standard (78 rpm) 

Imicrogroove 



45 rpm Adaptor 

^ No 

Yes 



10 



4. Describe how to set the-speed Cjontrol, how to change nbedle settings'(if applicable), how to adjust for 
different sized records (if applicable), and what type of 45 adaptor is provided for the record player (if 
appHcable), ' ^ S 

r- 

I 



5, Check the record you will be using. At what spefed has it been recorded ? What needle setting does Jt 
require? What size^js it? Set the record player controls to fit the characteristics otjthe reeord. 



6. Based on the characteristics of the record, can it be played on your record player? Wfiy or why not? 
(If not, locate eith6r another record or another record player ) . ' 



7. Describe the type of speak-3r(s) one or two speakers'? part of the cover, built into the record 
player, or separate'? ^ 

' r ' 

« 

8, Locate the power cord and plug the record player into an outlet. If the speakers ai-e separate, plug 
them into the speaker* jacks on the record player. Describe the location of the stored power cord and 
'of the speaker jacks. 



9 Turn the machine on Describe the type of control used to turn the machine ori What other 
functions, i4 any, are operated with this controJ? Does this control turn on ju^t the machine, or does 
the turntable begin to rotate also? If not. how do you turn the turntable on? 

/ 

10. Place the record on the turntable, turn the turntable oh, release the tone arm, and place it gently on 
the edge of the record^ Describe the procedure for r^leasing the tone arnj. 



1 1 Adjust the tone apd volume Describe the controls used to make these adjustments, and what each 
control does ^. 



<5& 
i 



12. Ifthere are two speakers,?mpve them apart until the sound seems to come from a point between the 
f two speakers. D^sphbe'Jhe proper location of the speakers and any controls #n the machine which 
control the amountT)f sound^coming from each speaker. , ^ 



/ 



13 Assume you ha^e^tjfe^s^i^O stlidenta. Acrange the seating, the record player and the speakers as* 
you would it you were uising the record player to present information tcrthat group of 20. Start tha 
' record playing and make any necessary adjustments to volu me. tone. etc. NOTE. Al this point, move 
to the explanation of Part I in the Feedback that follows # . 



14 Remove the record and replace the record and the record player* in their cases. Then move to the 
explanation of Part II in the Feedback that follows ^ ^ 




Part I: After you have completed the first 13 items on'the worksheet, use 
Part I of the Record Player Operation ChecRlist, p 13. to evaluate your 
work Part II: After you have corriplete* item 14, use Part II of the Record 
Player Operation Checklist, pp 13-14, to evaluate your work 



I 
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BpCORD PLAYEh OPERATION CHECKLIST . 



Name 



Dlr^:l[bns: Place an Xin the YES or NO box to indicate whether each item 

was performed successfully or not. ^ Resource per»on 



Parti Yes No 

□ □ 

2. release the tone arm before trying to lift it ^ 



When you were handling the record player, you remembered to: 

'1. handl^th'B machine without jarring it or bumping it into anything 



3. make sure the tone-arm was locked whenever you were moving the machine 
around / ^ 



4. set the needle c|er>tly and steadily onto theVecord. . . 

5. free the needle of dgst by gentl^towing the dust off. 



□ □ 

□ □ 

□ □ 

□ □ 



When you^were handling the record, you ^membered to: ^ i | 

6. pick up the record by i!s edges only I — I I — 1 

7> keep the record surface clean by using a soft damp cloth or silicone cloth. 



The record pla$^, ipeakerd, and rpom are adjusted and arranged for the group of 
20 so that: 

8. the record player is at the front of the room ' 

9. the speakers are at the ear level of the members of the aydience. 

10. if there is one speaker, it is placed slightly off-center so the sound is directed 
^ diagonally across the room; if thejja are two speakers, f hey are placed so that the r— i i i 
sound seems to come from betwJfen them. * . ■ U— I I — ' 



□ □ 

□ □ 

□ □ 



The sound: 

11. is clear and undistort6d'. . / 

12. is loUd enough to be heard by all members of the audience. 



13. has a pleasant tone 

(Return to the worksheet and complete item #14.) 

Part II 

In returning the record and record player to their cases, you> 

1. lifted the tone arm gently from the record 



□ □ 

•)...:. □ □ 

■ ° °. 



\ 



2. locked the tone arm m place 

3. removed the record, handling only 1he edges 



<^ 13l4 ' 



p □ 



Yes No 



4. returned all controls to their original or "off" positions. ; 

unplugged'the machine^apd speaker cords, if necessary ^. . . | | I | 

6. returrted dords to their storage areas ... [ I PI 

,. □ □ 



7. did ^not wrap any cords around or under the turntable 



LEVEL OF PERFORMANCE: All items should -receive YES responses. If any item receives a NO 
response, correct that condition using the actuatequiprnent and materials If you have trouble correct- 
ing the conditiom^heck with your resource" person or someone with expertise in the area of audiovisu- 

_ . ■ ' ^\ 

You may wish to contact your resource person, or someone else you or 
■ OptJ6nal yo^'' resource person nr>ay4<now of with expertise in the area of audiovisu- 

V Activity Wk This person could diseiss with you special techniques or helpful hints 

Mm that can be df use to you when you work with the record player 



^^^^ You may wish to check into the latest advances in record players. You may 

\ also wish to identify educational records that are currently available. If 

\ there is an audiovisual equipmerrt dealership in your vicinity, you may wish 

VA t^^t^' V ^'^^^ ^^^^ over their eq^uipment, or to make arrangements to 

Activity have one of their salespersons talk to you. If you cannot make such a visit, 
^^^^Sr y you could write to one or more of the major manufacturers of educational 

^^1^^^ records and of record players, asking for catalogues. 
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^earning Experfence II 



OVERViEW^ 




After completing the required reading, present InfoiTnation with records in 
a practipe«ituation/ 



/ ■ 



OYo^ wilT^ reading the informcii^ sheet. Using tKe ftecoixl Player.as an 
Instructional pevice. pp. 17-19/ 



*^^fo«i^l,be fleeting an objective in your occupations I specialty that le/KJs 
^ ttlilf t^lhe use of a record. 




You will be selecting, rnodifying. or developing a lessprtplan designed to 
achieve that objective using a record(s). 




You m^y wish to have your resource person review the^adequacy of your 
- plan. 




You will be obtaining the pecessary recordfs), and makin^^rangements to . 
secure the necessary equipment. 
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You may wish to arrange through your resource person to visit a classroom 
O0tkmsi in which a teacher Qxper^e^c^ in the use of records is presenting informa* 

^ Activity, m ' tion lAtng a record and a recdfd player. 




You will be presenting your ie^n to your resource person. 




Your competency in presenting rnformation with r9cord(s) and a record . 
player will be evaluated by your resource person, using the Presentation 
tJhecldist: Records, pp. 21-22. , ^ . ' 



/ 
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Activity 



For information describing^the genera! and specific uses of records and 
record players in presenting information, and explaining the procedures 
for their classroom use, read the following information sheet. 



USrNG THE RECORD PLAYER 
AS f(H INSTRUCTIONAL DEVICE 




Advantages ' 

The' advantages associated wtth the use of rec- 
ords and record players chiefly concern the r^ady 
availability of t)oth equipment and materials Rec- 
ord players are common equipment both It home 
and at school, so it is usually a simple task tahave 
one available when you-need it. Records, too, are 
usually readily availadfcthrough the school ar the 
local library.. ^ 
If hot, they 

* are generally 
quite inex- 
pensive to ' 
purchase. In 
certain fields 
or areas, 
th^re rs a * 
wide variety 
of records 
available on 

^ the market. . 
Therefore, it 
should be a 
fairly simple 

* task to obtain both equipment end material and to 
schedule their use at thfe tKne they are needed 

- The record piayer is quite easy 'to operate, and 

• the'records^reeasy to store and use Records^n 

• be started or stopped at any^oint according to the 
needs of'fhe lesson or the sftjdents If a record has 
more than one program or presentation onlt.M is 

^ ea^ to loeate-the program 
• • 1 * ^ ' <r 

D|sadvantages: . „ 

1k spite of the'fact that a large vanety'of records 
is available, rl4( many of these relate specifically to 
vocationalfeolUeation. Perhaps in leadership train- 
ing programs, a^ecord containing famous speech- 
es would bp helpful;^or in businessofficeeducertion, 
records containing dictation exercises are often 
Lffied; or in any vocational seiVice area, filmstrfp/ 
rec0€6 combinations caof'b.e used. Hqv^ever, since 
the appearance of tbe cassette recorder, cassette 
tapes Caf^servB those same functions with far 
more flexibility and ease. .4 




If a record is not treated carefully, it can be easily 
damaged. 
Placed too 
near heat, it 
can warp 
Stacked in a 
pile, It can , 
bend. Sat 
upon, rt, can 
break. 
Should a 
needle slip 
across its 
surfade, the 
resulting 
scratch can 
rum the . 
sqund, ' 

, Finally, recd'rds must be purchase^!,, rented, or 
borrowed, they are not usually produced locally or 
teacher-made Thus, youinust rely on material 
wl^ch may^r may not meet your specific needs 

Classroonf) Procedures 

As with any other type of media, the first step m 
your classroom procedure for media-u^ is fo es- 
tablish a lesson objective(s). Once you riSve estab- 
lished what It is that you want to accohiplish, you 
can then determine what type(s) of media can best 
serve thrat purpose. If you determine that listening 
to material on a record will help to meet your ob- 
jective(s), then you can attempt to locate sucK a 
record. 

Any record you consider r^st be evaluated in*' 
terms of \ts abihty to (1) meet, the lesson objec- 
tive(s), (2) reach students at tKeir own levels, and 
(3) i+iotivate and interest students--The recorded 
material must also bewellorganized,clear, logical, 
error free, and up to date, and ftave good sound 
quality 

If you can locate an appropriate record which 
meets those criteria, you can then begin to plan 
hkowyit vyill fit into your lesson Your lesson plan^ 
peeas to answer the following types of questions 



r 

, 1/ 



• At what point In the lesson will the record be 
plAyed? ^ " 

• Hov^ are you going to prepare students.for the 
record? 

• Are you going \c play the record 
• _ through and disc(ljss*it afterwards? 



straight* 
. . stop 




periodically for d^scussiA? 

• Is the record de$rgned tS>e used with'slides 
^ or a fifrpstrip?^. . . will you use it that way? 

• What method of sumniary will you^jse.? t 

• How 4re you going to evaluate wfeat the ^tu- 
, dents^ve' learned from the record^ 

• Jn what way(srare you going to ge^eedback 
On ihe students'* evaluation of the record'? 

• Are ttiere any follow-up activities you Can plari 
/ whiph grpwout'of theexp^nenoeqf Ifst^nmg 

to !he/ecofd? ■' 2" 

Come records are accompanied ^y teachers' 
^ 'g'ujcjej^. Before yoij^use sucti materials, eitner>ith 
• . a cteiisror for indJvidual^stucfy.purpos^?', you ne^ 
^' * to make sure that they do. m fact! m^etthfe need$ of 
your lesson obj^ective's and; students Thfe written 
materials ac- > 
compaaying / ' 
•records can 
be of value in ► 
helping you f 
to prepare 
your own' 
study guides ^ ^ ' 
or work-, • ' * > ' 
sheets T\)e^ • * 
ean, tje used 

^ tn (xeparing ' • ^ . 

Studertts for | ^ . 

. the listenin^g * 
\ iKitivity, as a -'^ ,\'[ * 

basis for ' ' * • 4. ' - , 

class discussiocvas a foHoOv-up activity, or,fot<ji- 

recting individual listening activities^ 

In SQine cases, "the record mgy beacctompariied* 
.by a script df the recorded niataria! Scripts gan be • 
very helpful to you in lessof^plaAp'ing With" the 
content available to yt)u^n written fol'rnt..you can 
; easily ctetermjhe how Vo alert .students to key 
points or^hat types of questions td ask to help 

r thenn get the* most bqt of lha listening session 

if *i 
Befoce using the record player in the cl^room, . 
*yoiJ should have (1) made sure inadvanc^hat you 
will have access to the record player ana the rec-^ 
ord ybu have Selected on the day and at the time 
when ymj need thenn, (2) arranged the physical 
setting <ft the room So that all students will^e able 

. to hear clearly; (3) prechecked the material and 
equrpment (adjusted the record player settings I0. 
.fit the record^e g .speed, needle, etc.), and preset 



the volume and tone if neoess&ry; and (4) tried to 
eliminate any distracting noises. For example, if 
the day is hot, and your vyindovys'must be open for 
the room to becomfortable, and the janitor is mow- 
ing the lawn right under your open window, it is 
best either to forget about playing the record or to 
move to another room. Trying to compete with a 
loud noise u.sually doesn't work very well * 





^ Wheijpbu re§ch the point in your^lesson at 
Vvfiich ti^ record is to be played, prepare the stu- 
derita for the recbrd^. You caado this by raisirfg 
questfons; .pointing out k^y items to listen for. dis- 
ipssing neW voc^ulary. indicating errorsoromis- * 
' ^ st©rrB\containe<|on the record, passm^out study 
'guidek. etc. Then, play the record according to* 
your Je^oh* plans 

* Unless the equipment is in the way, it is best to 
wait until afteryou have completed the lesson (dis^ 
l^cussjon, evaluation, summarizafion. follow-up, 
X, etc )-to put^the equipment away In this w^y, the 
operatio'h of the equipment does not interfere with 
' the flow of the lesson* 

Atso/ne point prior to giving your students learn- 
ing activities requiring them to listen, they need to 
be grven instruction on how to listen This can be 
handted as part of a lesson early m the year, but it 

, Should be reviewed, brjefljr before each listening 
'activity Ours is a vyorld'full of sounds, particularly 

^ loud sounds Rock bands, live and recorded, blast 
away at young people»'s ear <^rums The television 
and radio and stereo perpetually assault our ears. 
Traff ic',^planes flying overhead , and other elements 
of our modern, technological society create a con- 
tmuous undercurrent of no»^ 

As a result of this overdose of sound, people 
today are muctv more adept g^t blocking out ex- 
traneous sounds. Unfortunately, this results in our ' 
.ateo bldoking out/SOunds that we should be hear- 
ing You can probably think of a dozen occasions, 
just offhand, in which a person who was viewing 
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television or listening tq the radio (or even reading 
a book) did not'hear you speaking to hicn/her at all 

Therefore, the fact that we haye ears doesn't 
mean that the ability to listen is alread^^developed , 
it must be.4aught. Studects must be* made aware 
that they need to listen quietly, carefully, and with 
an open mind. They need to listen to the words that 
are being said, and the tone of voice in which the 
wdrds are being said They need to .take' note of 
what the speaker says he/she is gpmg to be talking 
about, and then to relate that to what he/s^je actu- 
ally says. 

They need to listen to sections, not just one word 
at a time Students sometimes tend to try to take 
notes word for word Doing that can cause them to 
hfiiss whole sentences while they are writing In 
addition, the^peaker is not trying to communicate 
words; he/she is trying to communicate ideas As 
the speaker talks, they should try to create mental 
pictures of what he/she is\^say)ng When they cen 





sumpnarize a, ke/ point in t^Telr own words^they 
should make a written note of that point 

Students need -also to be cnticai listeners 'It is 
not enough to absorb what th^ speaker is saying 
Students peed to analyze and evaluate what they 
hear ijj terrns of. whal-ttiey already know If a 
speaker noakes a questionable pointy or asserts 
something to be true without sjiowing proof, stu- 
dents should make a note of thos^ points so they 
can be discussed or followed up on later 

If you as a teafcher work on listening skills with 
•students, if you are familiar enough with the re- 
corded material^Jto prepare students adequately m 
terms of what to listen for in a particular IfsterHng 
activity, and if the recorded informatioa contn- 
butes toward accomplishing the objectives, then 
listening to a record can be a valuable learning 
experience ^ ' ^ 



L 




Select a student performance objective in your occupational specialty/ 
which could be ach'ievdb, at least partially, by^ using a record (In, a reaf 
world situation, you start with an •9b}ective and then select the most 
appropriate materials and/or teaching mefhods In this practice-situation, 
however, you need to select an objective that lends itself to using a record ) 




Prepare a detailed lesson plan which includes the use of a record In your 
plan, explain what record(s) will be needed, how it will be used, and vyhen 
Instead of developing a lesson plan, you may select a lesson plan that you 
have developed previously, and adapt that plan sc^that it includes the use of 
a record 
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You may wish to -have yoar resource person review ttre adequacy of your 
plan. He/she could use the Teacher Performance Assessment Form in 
Module B-4, Dev^/op a Lesson Plan, as a guide. 

> 




^ 



Based tn your lesson plan, select and obtain the record(s) you will need to 
make your presentation. Also, arrange to have the appropriate type of 
record player (based on the type of record you will be using) availablawhen 
you make your presentation. 




Before presenting your lesson, you may wish to arrange through your 
resource person to obserye a lesson involving the use of a record which is 
being presented by a vocational teacher rn your service area who Is experi- 
enced in using this technique 



In a simulated classroom situation, present your lesson to your resource 
persop. Your resource person will serve, two functions (1) he/she will 
rola-play a student to whom you are preseriting the lesson, and i2) he/she 
will evaluate your performance 




Giveyourresource person the Presentation Checklist Records, pp 21-2^, 
before marking your presentation in order to ensure that he/she know-s 
what to look for in your lesson. 
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PRESENTATION CHECKLIST: RECORDS 



Directions: Place an X in the NO, PARTIAL, or FULL box to indicate ihat *^ 

each of the following performartce components was not accomplished, 

partially accomplished.^or fuHy accomplished. If, because of special cir- ^ttt 
cumstances, a performance component wa*s not applicable, or impossible 



to execute, place an X in the,N/A box. 



LEVEL OF PERFORMANCE 



The teacher: 



2. had equipmeot and* materials assembled in advance 

3. set up equipment and placed record on the turntable according to 
martufacturer's recommendations . - 

4 prechecked the equipment and preset tone, volume, etc. 

5. adjasj^ the sound so that it met the following criteria 
^ ^3ar and undistorted 



b - loud enough to be heard by all the class' . 

c. pleasant tone 

, 6. used a record which met the following criteria 
a. content was at students' comprehension level . 

b record aided in meeting the objective(s) of the lesson 

c content was motivational and interesting 

d. content was of good quality (e g , well organized, clear, logical, 
error free, and up to date)' .... 

e. recorded sound was of good quality ... 
f record was m good condition • 

7. reviewed listening skills with students before playing the record 

8. prepared students adequately for the record (e g , raised key ques-. 
tions, defined terms, etc ) , . ... 

9. presented the record at a lo^gical point m the lesson . 

10. placed the needle at the proper point oa the record on the first try 
without allowing the needle to scratch the record 
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11. remQved the tone arm from the record as soon as the record (or 
record selection) was finished without allowing the needle to 
scratch the record 

1 2. summarized (or had class members summarize) the record content 

* ^ 0 

13. obtained student feedback on students' understanding of the rec- 
ord . . ... . ' . . . .T 

14. obtained student feedback on students' evaluation of the record. 



LEVEL OF PERFORMANCE: All items mu$t receive FULL, or N/A responses. If any 4tem receives a NO, 
or PARTIAL response, the teacher and rS'source person should meet to detefrnine what additional 
activities the tether needs to complete in order to reach corppetency in the weak area(s). 
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Learning Experience ill 



r 



OVERVIEW 



1 



I Objective M 



After'completing^the required reading, set up and operate a reeMo-reel 
tape recorder. 



You will t)e reading the information stieet, Operating the Tape Recorder, 




Ybu wilt Ve setting up and operating a reePto-ree( tape recorder by com- 
jpieting the e^^ercises specified in the Tape Recorder Woricsheet, pp. 31 -34. 




will be evaluating your competency in setting,j^ and operating a 
^|.to-reel tape recorder, usinj^the Tape Recorder Operation Checl<list, 
pp. 35-36. 



a Aetiv 



Ypu may wish to locate and meet witha person with expertise in the area of 
OpUonet ^ agdiovisuals for the purpose of discussing further the uses and operation 
AelMty m of ti|)e recdrders. ' ^ 



m O0lionai J 
^ Activity^ 



You may wish to either visit an audiovisual equipment dealer or .wi1te\o a 
dealer for catalogues describing the latest types of equipment and educa- 
tional audiotapes available. 
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FIGURE 2 J 

AUDIOTAPE EdUIPMENT: 
REEL-TO-REEL TAPE RECORDER 



POWER 
CORD 




CONNECT 
POWER CORD 



PROGRAM INDICATOR 



TAKE-UP miik 

AUTOMATIC 8HVT-0PF 

REWIND f^8T-P0RWARD 
PLAY 60NTR<^- . 



RECORD INTERLOCK 
CONTROL 



TAPEtPEEO. 
SELECTOR 



MICROPH^NC 



RECORDINQ LEVEL METER 



FIGURE 3 

J ' ■ . 

AUDIOTAPE EQUIPMENT: CASSETTE TAPE RECORDER 

CASSETTE 



A C ADAPTER 
INPUT 




AUOK> INPUT 
AUDIO OUTPUT 



CASSETTE EJECT 



RECORD INTERLOCK 



\ 
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PLAY, STOP, FAST FORWARD 
^^Jt^IND CONTROLS 



4^ 



m 



Activity 



For information explaining how to select, set op etnd operate. tfie equip- 
ment and materials necessary for a presentation which uses a tape re- 
corder, read the following intormation sheet: 



OPERATING THE TAPE REpORDER 



You are prpbably familiar 'With three types of 
tape recorders: reel-to-reel, cassette, and car- 
tridge. The eight-track tap^ecorders which are 
made for use in automobiles are an example of the 
cartridge type. Since you will probably n^^d 
working with the cartridge type in a schobllWIk 
tion because "bf its limitations,^ the cartridge re- 
corder will not be discussed directly in tl^infor- 
mation sheet; however, the principles di^ssed 
here will generally apply to cartridge recorders. 
The two tape recorders pictured in Figures 2 and 3, 
the reel-to-reel and the cassette, are the rrj^chines 
which you will most likely be using in your class- 
room or laboratory 



Operating Principi^ 



Tape recorders use a plastic-base tape coated 
on one side (the dull side) with iron oxide. When 
set to record, the recorder translates the sounds 
being picked up by the microphone into. magnetic 
impulses^ Thdse impulses are then recorded onto 
the magnetic tape; the actual process involves the 
rearrangement of the iron oxide particles into pat- 
terns; When the tape is played back, the recorder 
reads the magnetic patterns on the tape, and trans- 
lates these back into recognizable sounds 



T^e Characteristics 



A cassette tape is a reeMo-reel arrangement in a 
plasttc case. The cassette is merely slipped into the 
recorder with the open end facing the recording 
head, and you're ready to go Cassette tapes can 
be recorded on both sides, and are usually marked 
"Side 1" and "Side 2." In the very center of each 
side is a little window through which you can see 
how nnuch tape is on each reel. On the window, 
there will be markings {as on aruler) so that once 
you locate a particular program or item on the 
tape, you can^ relocate it (approximately) in 1he 
future. 



^Tha^ltyback and recording equipment are often separate The tape is a 
continuous loop played on equipment with no Fast Forward or Rewind 
controlt. thua. when you turn on the machfrje. you have no control over 
where the tape will atari playing 




Since cassette recorders operate at only^ one 
speed, the rebordingtime a particular tape will give 
you can be determined by the lejngth of the tape in 
feet. Vou can buy cassette tapes^^hich will give 
you 15 minutes of playing time on each side, 30 
minutes e^ch-side, 45 rninutes each side, 60 min- 
utes, each* side, or more. However, because th€# 
plastic cade is always the same size, the longer the 
tape, the thinner it must be (after a point) to fit in 
the case. Generally speaking, the thinner the tape, 
the poorer the quality of the Reproduced sound. 

The tape for a reel-to-reel recorder comes, obvi- 
ously, on a reel. Unifke the cassette, placing this 
reel onto the "recorder properly ^nd threacling it 
accurately involves a little know-how. This will bd 
discussed later in the Operating Procedures sec- 
tion. 

Since reel-to-reef recorders allow you to record 
at more than*one speed, the recording time you 
wjll hav6 will be determined by two factors: the 
lehatl^of the tape in feet, and the recording speed. 
Light-weight, portable reel-to-reel recorders may 
give you a chbice of only two speeds. Expensive, 
high quality recorders may give you five.8peeds or 
more Most School recorders will have three 
speeds: 1 % inches per second (ips). 3% ips and 7V2 
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ipp."lps," Or Tffches per second, refers to the speed 
'lit which the tape travels past the recording head, 
the following chart represents the relationship be- 
tween reel size, tape length, tape speed, aod rec- 
ording tinne: ^ 

flEEL TAPE MINUTES 0^ RECORDIN G TIM g 



SIZE 


LENGTH. 


V/8 IPS 




3% ips 


jy? ips 




150' 


rs 




7V2 


3% 




3a 




IS 


7Vi 




d 60(r. 


60 




30 


15 


• 5" 


900' 


90 




45 


22V2 


7" 


- 1200' 


120 




60 ^ 


30 


7" 


^ 1800' 


180 




90 


45 


10^2" 


' 2400' 


240 




120* 


60 




3600' • 


36C) 




180 


90 




Knowing these relationships will li^p you know 
what s\jfi tape you will need to have in order to 
record a lesson or progranr) of a particular length. 

Recorder Characteristics 

Different recorders are equipped to record and 
play different nunibers of tracks: smgle or full 
track, dual or half-track, and quarter track. A single 
track nnachine records on the full width of the tape. 
A dual track nnachine records two tracks side by 
side. This gives you nnore tape space since you can 
record through on One track, flip'the tape to the 
other sftJe, and record back on the other tradk A 
quarter track has two sets of dual tracks for record- 
ing stereo. The numberpf tracks is innpoflant if you 
are working with a prerecorded tape. If the tape 
was recorded on a rpachine with a different 
w nuPDber of tracks thaji the one you are nov/using, 
the tape will not play back properly For exaniple, if . 
you try to play a tape whicb was recorded on a dual 
track machine on a machine for single track, you 
will hear both track« simultaneously. 

All tgpe recorders have a number of controls, 
feither separate buttohs, or knobs or dials with mul-* 
tiple functions combined. Both cassette and reel- 
to-reel recorders will have some control for fjaying* 
the tape (PLAY), some control for rapidly revvihd- 
ingthe tape back to Its original reel (REW 6i^ PIVVL 
socn^ control'for rapidly advancing the tape to 
locate a particular program or lesson (FAST FOR- 
WARD or FF), some control for stopping the tape 
(STQD, some control for recording (RECORD), 
and some control for adjusting the volume (VOL- 
UME or VOL). ^ • . . 

Some machines may have axontrol to adjust the 
SNE, also. The operation of these controls is pret- 
ty straightforward, but there are two jgftcedures 
.that need special mention:* (1) when^We'tape is 
moving, before ydy change operations f^.g., from 
REWIND to PLAY), you muSt. first use the STOP 




control to stop the tape of/you can damage it; and 

(2) to record, you have \o engage two controls 

simultaneously (RECORD and PLAY). Cassette 

recorders 

will usuajly 

haveanaddi- 
. tional con- 
vtrol marked 

EJECT for ' 

rennoving the 

cassette tape^ 

from the 

machine. 

There are 
also a 

number of lit- 
tle holes in 
the recorder, 
usually on 

the side of the machine. These are jacks into which 
you plug the power cord (AC INPUT), and the mic- 
-rophone (MIC). Different machineis will have addi- 
tional japks for monitoring phone calls, or for re- 
cording tapes directly from other recorders or 
from record players us4ng a patc'h cord (see sec- « 
tion on Retcording for^further informatidfl on the 
use of patch cords), 

j^Two additional features found on most larger 
reel-to-reel recorders and on some cassette re- 
corders are VU (volume units) Meter, and the Pro- 
gram. Indicator. The VU Meter looks like a tiny 
speedometer. Itspurpose is to Indicate the sound 
level when you are recording. The left side will be 
marked "Nownal" or be colored white. The right 
side will be marked "Ovjer ' or be colored red or 
some other color. Set the volume control ^o^Jhat 
the needle stays on the left-hand side, with only an 
occasional bounce to the right, when you are le; 
cording. 

A variation of this device is the Neon Tube Indi- 
cator. This IS a circle divided into two sections, 
Qach of which can light up or glow Ijtfthts case, 
when the vo^ume is ^t correctly, one!ralf should 
be lit up most of the lime with ojily an occasional 
flicker of light from the other^alf. Cassette re- 
corders do not normally have 'either of these de- 
^vices; however, some cassette recorders will have 
an automatic recording level device which self- 
adjusts to fit ttie conditions. 

The Progranfi Indicator looks like the odometer 
(mileage gaujge) on a car. When you start a tape, 
you can set it at ''0" and it will then gauge how far 
the tape, run^ The advantage of this is that if you" 
put three%ssons on a tape, you can jnake a note of 
thQ number ir\dicated by the gauge when you start 
and finish each- lesson. Thenf<f you wfint to use just 
the second lesson, you car) Jocate It easily using 
the gauge. ^ 
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Reel-to-reel recorders wtll have a Tape Speed' 
Indicator. As meni^joned earlier, the machines you 
' will be working with will prcJbably have just three - 
speeds- 1%, 3%, and 7V2 ips The rate of speed 
determines, in part, the quality of the recording 
that willbe produced If a tape is going 7V2 tps, that 
means that you are using more space to record^a 
ten-minute speech than if the tape were going 1 78 
ips. More space used results m better quality It is 
best tb use higher speeds to record presentations 
which you want to have high quality (music or a 
guest speaker^ for example), and lower speeds if 
,you must economize on the number of ta^es you 
use or if you want to get a long lesson on a single 
ta^. . 4 ^ 

Operating Procedures 

Whether you are working with^ reel-to-reel or 
cassette recorder, and whether you are playitig 
back or recordjng, the first task you need to com- 
plete IS to locate the power cord and plug it into the 
jack on the recorder Before plugging the other 
end of the power cord ^nto the wall outlet, you need 
to place the recorder m the p'roper location If you 
are going to be playing back a tape, the recorder 
needs to be placed so^hat the speaker(3) are di- 
recting the sound toward the listeners (See tfie 
information sheet, Operating the Record Player, p 
7 for information on speaker placement.) If you are 
going to be recording; the recorder needs to be 
placed so that the microphones are located so as 
tp getthe best sound reception (see the Record^^ng 
section for information on microphone place- 
ment) ' ^ , 

Threading the reel-to-r^|^l recorder— If you are 

working with a new reel or unused tape, it will be 
sealed with a piece of tape Remove the seal, un- 
wind, remove and djscard one full turn of tape 

This will en- 
re that the 
pe you use 
IS not dam- 
aged at the 
"lead-m Turn 
the machine 
on and let it 
warm up a 
nooment 
Most 
machines 
^ ihread from 
left to right, 
but if you 
want to make 
sure, turn the machine on so that it is running 
forward and look to see which of the two tape 
spindles 15 not moving Put the fulf tape on that 
spindle On the other spindle, place an empty reel 
of the same size^as the full one^ 




Next, locate the recording head below the two 
reels. In some machines, you will have to open a 
door at the lower edge of the machine to locate it. 
Thread the machine so that the dull side of the tape 
IS against' the recording head Some machines 
have an automatic shut-off feature wjiich will turn 
off the recorder as soon as the<:e is no longer any 
pressure on it •from the t^pe going past If the 
machine has such a feature, you will need to make 
sure the tape is threaded so that it is applying 
pressure properly to it, or the machine wtll not run 

Finally, engage the end of the tape in the take-up 
(empty) reel Most reels have a slot in the hub Put 
the tape into the slot m a position such that the end 
of the tape slants upward and sticks up out of the 
slot Hold the end of the tape secure and rotate 
both reels slightly by hand until the tape is held 
firmly on the reel 




^ Playing a prerecorded tape.— Once you have 
tfireaded tfle reel-to-r^l tape, or inserted the cas- 
sette tape into the machine, you need complete* 
only a few simple steps before you are ready to play 
the tape (t) adjust the volume, (2) adjust the tone, 
(3) set the speed control (if there is one) to the 
proper speed for the tape you are using, (4) use the 
FF or RW controls to locate the starting point of the 
program or lesson you wish to play, and (5) engage 
the PLAY control 

Recording a new program or item.-^You do not 
need a blank tape to record a^program A tape 
which already has been used can be reused When 
the recorder is set on RECORD, the previous pro- 
gram wiTf be erased as the new program is being 
recorded Thera is one exception On*the back 
edge of the plastic cassette s^te two tabs If these 
tabs are removed, when that tape is placed in a 
ri^corder, t|^ recorder will not operate on RE- 
CORD. Thu^that material cannot beerased Should 
^ you desire to prevent a key tape from being ac'fci- 
dentally erased, you should rennpre the tabs If you 
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decide later that you rp longer need that record- 
ing, you can place tape over the hdles, and then the 
tape can be re-r/Bcorded. 

The first step in recording is to position the^i- 
^ crophone(s) • . 

properly. 
Some mi- 
crophones 
^ will be sepa- 
rate and have 
to be plugged 
into the MIC 
or AUDIO 
INPUT jack. 
On some 
new cassette ^ 
recorders', 
the mi- - 
crophone is 

built into* the recorder. There are basically three 
kinds of separate mTcrophones: unidirectional, 
bidirectional, and omnidirectipnal. The unidirec- 
tional mike will pick up sound from only one direc- 
tion; the bidirectional mike will pick up sounds 
from the front and the back (e.g., the $peaker and 
the audience); the omnidirectional mike picks up 
sournJ from all directions.^ou will most likely be 
working with the latter type. 

Microphones should be placed at least four to 
six feet away from any hard surfaces or corners 
since these reflect sound and cause echpes and 
reverberations. They should also be used in a room- 
where, there are not a lot of items "which absorb 
t sound (drapes, rugs, etc.) since these will cause 
the tape to sound &s thoJgh it was recorded in an 
empty barrel. If just a single individual is recorc^ing, 
the mike should be placed head high and one foot 
or less away from the speaker'sjnouth. The record- 
ing level can be set at a low level if the person is 
placed4iear the mike, and that eliminates a lot of 
the outside noises that might otherwise be picked 
up. If a person has a breathy voice, helthe should 
speak across the face of the mike If v|hj are going 
to be recording a group of personV-the mike 
' should be placed to favor p^r^onVjjdtfr weaker 
voices. ( ^ 

By setting up the room in advance and experi- 
menting with microphone placement for «a few 
minutes; yo^ can determine fairly easily the best 
placement for the microphone and for the per- 
son(s) who will be recording. Quiring your ex- 
perimentation, you wHI also need to be adjusting 
the volume (using the Meter), tone, and speed con- 
, trols so that you are getting the quality recording 
you need or desire 



Once you are set up, start the machine and ro- 
tate the reels at least one full turn. If you do not do 
this, sometimes you will lose the first few seconds 
of recofded material. Stop the machine, and then 
engage the PLAY dnd RECORD controls simul- 
taneously, and you're ready to record. 

It was previously mentioned that it is possible to 
use a patch cord to record material directly from 
other audio equipment. The advantage of using 
the patch cord is that you can hear the material 
being recbrded (and thus can monitor quality), but 
there is no exlernal mikef'bperating. Thus, noises 
or conversatiorfs going On in the same room are 
not picked up during the recording process. 

The patch cord is simply a cord with jacks or 
alligator clips at each end. One end is connected to 
Jhe machine which will be playing the original 
(AUDIO OUTPUT jack). The other end is connected 
to the machine which will be recording the pro- 
^ gram (AUDIO INPUT or MIC jack). If the original is 
being played on a stereo machine, but the recoijder 
is monaural, the patch cord needs a Y-cord at one 
end so that there is a jack or clip for both stereo 
output jacks. 

When you are through recording or playing back 
the tape, turn the volume to zero, rewind the tape, 
disconnect all corcU and rep^pce the recorder in its 
case. ' 

Maintenance 

The recording head should be cleaned periodi- 
calfy using special head cleaner available in 
aerosol cans, or denatured alcohol Dip a swab 
stick into the solution, remove any excess liquid 
from the swab stick, and gently clean the head. For 
cleaning other parts of the recorder, use denatured 
alcohol and a clean lintfree clotir' 

S'Viould a tape you are ifsing break, it can be 
' repaired fairly easily using a razor blade and a roll 
of splicing tape. Simply place the two ends of the 
tape, shiny side up, on a cutting surface. Put the 
Snds together and place a strip of splicing tape 
over the break. The splicing tape is wider than the 
magnetic tape so it will overlap. Use a smooth 
instrument to rub the tape so it is firmly and evenly 
placed. Use the razor blade to renlove the excess 
tape. Do not cut the splicing tape so that it is even 
with the recording tape. Instead, cut it slightly in 
from the edge of the "recording tape, creating an 
hourglass effect. 

Splicing a tape or tapes to produce a continuous 
single program ffom separately recorded pieces is 
more a precisidn operation than a Simple repairJf 
you wish to learrt about splicing, you may wish to 
consult with an audiovisuafspecialist 
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Materipils « '* 

As wiih the reqprd player, the m^teriafs (prerev 
N corded tapes) for the tape recorder can be located 
through professional organizations, colleague.s, 
curriculum gulden, libraries, atidiovisual organiza- 
tidns, journals and periodicals. In addition, the fol- 
' lowing catalogues contain listings of educational 
tapes: . * . 

National Audio Tap^ Catalog 
. Department of Audiovisual Instructi6n 
National Education Association ' 



• Educatdrs Guidfe to Free Tapes, Scripts ar)d 



Educators Progress Service 
Randolph, Wisconsin ' * 

^ Harrison Catalog of Recorded Tapes 
Research, Inc. ^ 
New York, New York 
• Bluebdok of Audio Visual Materials 
Educational Screen and Audiovisual Gutde 
Chicago, Illinois 




Transcfiptions 
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.•*The Ipllowiog workS^t is designed to hefp you become competent in 
, 9perating the reel-to^fcl tape recorder. No one need see this worksheet ^ 
unless you choose to show il to them, so do not bye reluctant to record what 
actually happens^ right or wrong. The sheet is not intended as proof that 
you did everyThing,perfectly.,the first time. It is lnt^nded tc5*help you to 
organize your knowledge about the operation of the tape recorder, to help * 
you apply the kno^e^ige to actual equipment, to point out to you where 
you have gaps in your knowledge, and to help you determine how to fill 
those gaps. Completed thoughtfully and thoroughly, this sheet should 
make an excellent reference for you* in the future. Read the directions 
carefully and then complete each of the 18 exercises. 



TAPE RECORDER WORKSHEET 

IMroctionia: LQcat6 a reel-to-reel'tape recorder^ a blank audiotape, and a prerecorded educatignal 
audiotape. Arrange fgr the equipment and rpatenal to be placed m the room in which you will be working 
with thern. Complete each of t^e following exercises using the^actual equipment and material Each 
exerQise requires a's^ort response Please respond-fully, but briefly, and make syre you respond to all 
parts^of each item Do not answer-simply YES or NO, explain your responses Should you have any 
difficulty with an exercise, make a note of that problem 

't. WiTat is the make aod model of the tape recorder with which you are working'? 



2, Is there an operating manual'? Does it contain any information that is different from, or was not 
covered in. the information sheef? If so, briefly describe that information 



3. Op^n the cover pf the tape recorder and remove it if necessary Use the following checklist to check 
off the types of controls available on the tape recorder you are working with 



Spc(^ed Settings 

1^8 ipS 

^ 3V4 ips 

7V2 ips 

^ 15 ips ' 

'Movement Controls 

Play 

: Rewind . 

. -Fast Fcirward 

_i^Stop 



Sound Controls 

Volume 

Tone (D-eble/Bass) 

VU Meter 

Neon Tube ' 

Tracks 

^ Single 

Dual 

Quarter . 
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4. Describe how the controls are operated (buttor>s, knobs, levers, etc.). Is there a separate control for 
each function or are several functions (e.g., play, rev^ind, stop) on the same control knob? 



5. What bottont or devtices must be operate(^ (^nd how) in order^to set the machine to record? 



.6. Is a program indicator provided*^ Where is it located and how 6d you^reset it to zero? 



7. What input/output jacks are provKjed*? 



8. Check the prerecorded tape. you will be using What speed has it been recorded af^ How many 
tracks are recorded*^ Set the tape recorc;ler controls to fit the characteristics of the tape 



9. Based on the charactensticsof the tape, can it be played on your tape recorder*? Why cx why n^'? (If 
not, locate either another tape or another tape recorder) 



'cxwhynaft'^i 



10 Describe the type of speaker(s) one or t\A/o speakers'? part 0f the cover, built into the tape 
recorder, or separate . - 
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•11. Locate the power cord and plug the tape recorder into an outlet If the speakers are ^parate,.plug 
' them into the speaker^jacks on the tape recorder Describe the location gf the stored power cord and 
the speaker jacks • * ' ^ ' 



12, Turn the machine on and. thread the prerecorded tape ontb the tape recorder Describe the 
threading procedure, the controls involved, and the location of «ese cpntrols. ^ 



13, Turn the machine to "Play" afid adjust the volume and tone Describe the controls used to make 
4hese adjustments and what each control does * * 



14 If ttiere are two speakers, move ihepn apart until the sound seems to come from a point between the 
two speakers Describe the proper locatiorTof the*peakersand any controls on the machine which 
control the amount of sound coming from each speakfer ' 



15. Assume you have a class of 20 students Arrange the seating, the tape recorder and the speakers as 
you wouldnf you were using the tape recorder toj)resent mformation to that group of 20 Start the 
tape playing and make any necessary adjustments to volume, tone, etc NOTE: At this point, move to 
the explanation of "Part I in the Feedback that follows 



16 Rewind the tape,. remove it from the tape recorder, thread the unrecorded tape onto the machine, 
and attach the mkirophbne to the tape recorder Describe the procedure for attaohmg the mi- 
crophone 
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17/ Experiment with using the machine to record, using your own voice Try placing the*mike indifferent 
- locations, adjusting tntbspeed control, speaking into-the mike from various distances, adjusting the 
volume and tpne, and speaking into the mike loudly and softly Watcb the VU Meter or Neon Tube 
Indicator if there is one Rewind and play back your recording^ frequently to get feedback on the 
qfiality. Document the results of your experimentation in writmg (e g , what caused the best sound 
reproduction, etc.?). . ' , 



18 Rewind the ^^pe, removait, and replace the tape and the tape recorder in their cases Then move to 
the explanation of Part II m the Feedback that follows 




Part I: After you have completed the first 15 items on the worksheet, use 
Part I of the Tape Recorder Operation Checklist, p 35, to evaluate ydur 
work Part II: After you have completed items 16-18, use Part M of the Tape 
Recorder Operation 'Checklist, p 36, to evaluate your work 
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TAPE RECORDER OPERATION CHECKLIST 



^ Name 

Directions: Place an X in the YES or NO bdx to indicate*whether each item 
was perfdhtied successfully or not. ' • 



Resource Person 



Parti , 

When you were handling the tape recorder, you remembered to: 

1. handle the machine without jarrjng it or-bumping it into anything . 

When you were threading the tape onto the reel-to-reel recorder, you: 

2 used a take-up reel that was as big or bigger than the feeder reel 

3. made sure the dull side of the tape was against the recording he^d 

4. made sure the tape was firmly against the automatic shut-off feature, if the 
recorder has such a feature , t 

.5. made sure the tape was firmly secured around the take-up reel by rotating the 
take-up reel by hand , . . . 

6. made sure the reels were locked into place on the spindles through whatever 
methQifcis provided with the machine 



>u w^ri 



When you were operating the recorder, you remembered to: 

7. use the "stop" control whenever you were changing functions (e g . moving from 
"play" to ^rewind") . 

The tape recorder, speakers, and room are adjusted and arranged for the group of 
20 so that: ' 

8. the tape recorder is at the front o^Xhe room 

9. the speakers are at the ear level of the members of the class 

10. if there is orte speaker, it is placed slightly off-center so the sound is directed 
diagonaMy across the room; if there are two speakers, they are placed so that the 
sound seems to come from between them - - ... 

The sound: * 

11. IS clear ahd undistorted .... 

12. IS loud enough tcbe^^eard by all members of the class / 

13. has a pleasant tone . 



Yes No 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 



(Return. to ttie worksheet and complete Items 16-18) 
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^1 Yet No 

Part II / 

In threading and recording the unracprded tape, you: 

14: unwound and discarded a full turn if tape if the tape you were using was new and i — ^ i — | 

still sealed ,■■■■■•) 

15. were able to get good sound reproduction through experirnenting. (If you were pn |~j 
unabl e to g e t g ood sound at all, clkeck with your resource person.) LJ I — I 

In rstuming the tape and tape recorder to their cases, you: 

16. stopped the machine as soon as the tape was rewound, so that the end of the tape r-n 
didn't get damaged by hitting against the machine — L-J I — I 

^ 17. returned all controls to their original or "off" positions □ □ 

fl* unfflJiJgged the machine, the speaker cords, and the microphone □ □ 

19. returned all cords and the microphone to their storage areas ... 



LEVEL OF PERFORMANCE: All items should receive YES responses. If any item receives a NO 
response, correcfthat condition using the actual-equipment and*materials If you have trouble oorrect- 
the condition, check with your resource person or someone with expertise in the area of audiovisu- 

als. 



You may wish lo contact your resource persorv, or someone else you or 
your resource person may know of with expertise in the area of audiovisu- 
Optional ^ als. This person could discuss with you^pecial techniques or helpful hints 
' ^ that can be of use to you when you work with the tape recorder. 



■ Optional _ 
Activity 



^ Optional ^ 
A Activity 



You may wish to check into the latest advances in tape recorders You may . 
alsavw^ to identify educational audiotapes that are currently available If 
there is an audiovisual equipment dealership in your vicinit^, you may wish 
to visit them and look over their equipcpent, or to make arrangements to 
have one of their salespersons talk to you. If you cannot make sucFi a visit.' 
you could wnte to one or more of the major manufacturers of educational 
^ape^and tape recorders, asking for catalogue^* 




Learning Experience IV 



OVERVIEW 



I Enabling 



4 ' ^ ^ 

After completing .the^fpqulred reading, present ihfonnatipn with prere- 
corded tapes in a practice situation. . 



You will be reading the inforrnation sheet, Using the Tape Recordefis an 
Instructional Device, pp. 39-41. 




You will be selecting an objective in your.occupational specialty that lends 
itself to the use of Hn audiotape. y 



You will Dt ttlec^ing. modifying, or developing a^sson plan designed to 
achieve that objective using a prerecorded aud»otape(s). 




.You'mayjwish to have your resource person review the adeqtiacy of your 
plan. ^ ^ ^ ' 



You wiJI be obtainirtg or recording the neolnary tape(s), and making 
arrangements to secure the necessary equiplnent. 
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You may wish to arrange through your re^#urce person to visit a ciassroom^ 
in which a teacher experienced in the use of audiotapes i^ presenting"^ 
information using an audiotape and a tape recorder. 



'''' Jp^- 
You will be presenting your lesson to your resource person. 




Your competency in presenting information with audiotape{s) and a tape 
recorder will t>e evaluated t>y your resource person, using|tRe Presentation 
Checklist: Audiotapes, pp. 43-44. ^ 



/ 
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For information describing the general and specific, uses of audiotapes 
and tape recordtfri L^resenting information, and explaining the proce- 
dures for their classroom use, read the following information sheet' - 



USING THE TAPE RECORDER 
AS AN INSTRUCTIONAL DEVICE 




The tape recorder* used properly, can be one of 
the mOre versatile pieces of audiovisual eqglpment 
Svailable to you. However, befcffe attempting to 
use the tape recorder, you should^be aware of its 
advantages, dfsadvantages, and recommended 
procedures for using it as a classroom tool 

Advantages 

A large variety of tape recorders is available 
ranging in price fronn about $30 00 to several 
hundred dollars. The 
newer cassette record- 
ers are lightweight, por- 
table, and reasonable 
enough in price that 
itiost schools and many 
teachers and students 
own cassette recorders. 
Such equipment is, • 
therefore, readily ac- 
cessible, and most 
people know how to 
operate it. Even without 
previous experierx^e, 
the cassette recorder is 
so simple to operate 
that even a. small child ^ ' 1 

can do it. Since the cas- / 
sette tapes, are en- < ' 

closed in a plastic case. 

they are easy to slore and handle, and difficult to 
damage. \ ^ 

Comrnercial aud lotapes designed for vocational 
education coursework are available on a limited 
basis. For'example. you can probahJy purcliase 
tapes which contain dictation exercises for busi- 
riess and office education, or which are coordi- 
nated with slides or filmstrips. yt)wever, the real 
advantage of the tape recorder is thatit is so simple 
and so inexpensive for the teacher or the students 
to produce their own tapes. With portable cassette 
equipitient. audiotapes can be produced just 
about ^inywherg. and at anytime. In additlp^, once 
a tape is made, its content'is available for review by 
the class, by anofher class, or by individuals. When 
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the content is no longer needed, the tape car^ be 
easily erased dnd reused. 

Disadvantages 

When using a large reel-to-reel recorder, One 
possible disadvantage is that It appears corwli- 
cated to operate. In fact, k Is not that complicated, 
but the appearance can be deceptive^ Another 
limitation of the large reel-to-reel recoKler is »ts 
size It Is not as versatile as the cassette recorder in 
that It IS not as portable. For instance, assume you 
were going to take the class on a field trip. It would 
•be a simple matter to bring along a cassette re- 
corder ju$t in case something comes up thSt is^ 
worth recording This is^ not-true of the large reel-* 
fo-reel recorder. 

Another potential problem with reel-to-reel re- 
corders is that different models vary Hwthe number 
of tracks and njpmbertf speeds available for use. 
This mearis Jhata ta^eTecorded on one machine 
may not play back correctly on another machine. 

Thexassette recorder, too, has some disadvan- 
tages. The quality of reproduction is not as hlgh^as 
viyth a more expense© re|JWo-reel recorder, but it 
IS adequate for mosi clalKroom4»^^s:.AIso. un- 
lesl the tape recordtfttias some-sort of program ' 
indrcStoi-, It is often d^icult to locate a pa*tlcu^ar> ' 
Item on a tape. ^ ^ 

Unlike records or slides, tapea-can be acciden- 
tally Erased. This can generally be avoided if each 
tape is clearly marked as to its contents. In that 
way, it woitid be more difficult to start recording 
something hew on a tape corttajning a key presen- 
tation. With cassette tapes, this can be easily 
avoldedfsince the plastic case has two places 
where holes-can be punched oiit to prevent th6 
tape from being erased ^ — ^ 

Classroom Proceciures 

If. as a part of a lesson, you are plarlfiing to play 
back an audrotape which has been prerecorded 
commercially or locally (i.e, taacher-made, stu- 
dent-made, -etc.), the classroom procedures are 
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nearly identical to those described for the record 
player on pp. 17-19. The only critical difference 
between'the procedures for the tape Recorder and 
the procedures for the record player Is that with the 
re€fl-to-reel tape re<:order, you should thread the 
tape prloi>4o class. 





If you are planning to require students to operate 
the taping equipmentorto participate in recording 
a tape, you need to explain thoroughly haw to 
( operate the equipment and/or how to speak so as 
^,to get the best quality of^sQund reprpciuctiort^ . * 

Specific Applicat^ns 

If students are g^*g to be drscussing a critical 
subject, if a panel discussion is to be conducted. If 
a student is to, make a presentation, or ifj^ gjuest 
' speaker will be visiting the class, a tape recordiM 
can t>j8 made of these activities. A well-conddfttM 
C\dfSCusslon or presentation can be reused in 
another class, used as a basis for class discussion, 
or used on an •individual basis. Taped presenta- 
^ tion^ or " discussions can also be ^p)layed for 
evaluation purposes. The mate/ial drHhe tape or 
. »thfc performance^ and competency of the pre- 
, 'sentfer(s) car^^e evaluated by the teacher or other 
students or fne presenters themselves. 

4i Audiotapes can be made of significant events 
which would not othen^^ise be acces^iWe'tff ttie 
students. You could have a studentwho is attend- 
Jnga student vocational orgdnizatioff convention 
ape some of the.key presentations to share with 
other members of "the local o^janlAtlon. You 
could baye individual stuaents interview per^ns 
working In occupations retatcd^ their Qourse- 
•work, ahc^tape^ those interviews^to^hare with the 
class. A P^i'son with expertise relative to a concept 
you are4rying,to teach may notbaable to come to 
'the school to make a presentation. However, Ibis 



expert could S5(TO a tg^ped presentation instead. 
Again, tSdtSdvSnta^e of sucfhtipesTs that they oan 
be stored and%etjsed both^ith individuals and. 
with groups. 

If a teacher is presenting background or intro- 
ductory material which fofms fhe basis for an en- 
tire unit of instruction, this presentation can be 
.taped so that it is available to students who are 
absent or who need review. 

Teacher-made tapes can often^give tRS teacher 
that "third hand" that's always needed. Sfudents. 
working on indi- * -\ 

vidualized aotivities can. 
be prepared for, or , 
guided through, those 
activites with taped ex- 
planations or instruc- 
tions recorded by the > 
teacher. Worksheets or 
programrtied irjgtruc- 
ttonal material^^pP 
slides or filmstrips can 
be paired with 
teacher-made tapes, al- 
lowing^tudentstowork 
wjth less direct teacher 
assistance. This gives 
the teacher more class 
time or laboratory time 
to work with other individuals or small groups in 
areas that require nrrore direct teacher assistance. 

' Audiotapes can be of great assistance to stu- 
dents who have reading difficulties. A studentwho* 
would ordinarily have difficulty describing in writ- 
ing Iher progress he/she is mSking with a project, 
might be able to explain his/her progress Clearly 
on tape. Likewise, a stud entwho^ias trouble work- 
ing independently because so much of the indi- 
vidualized instruction relies on the printed word. 
Weight function well if the printedmiatter were ac- 
companied by a tape. 
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Thi^ is not to say that the student should be, 
alloweid taavoicJ readmg and writing completely. 
The student should get practice and assistance in 
, that area. The point is that it is not entirelyVair to 
rate a student's performance in a paYticulafarea on 
the basis of his/^er inability to write coherently, 
rfor is it fair to allowi him/her to ntiss inform^ion 
completely because it was given in written form 
only.-lf a competency^ffivolves the ability to write, 
then it is fair tc^rac^ that ability However, W the 
competency it^f does not invojv^ writing skills, 



then allowing the studerit to work with a tape is an 
excellent device., 

Finally, audiotapes ^re a valuable tool for stu- 
dent self-evaluation or for-group evaluation dunng 
^leadership training activities '(e.g . public speak- 
ing/condUcting meetings, presenting reasons for' 
placings in judging contests, preparing to present 
awards atfJ recognitions, preparing for degre^ 
ceremonWi, etc ) 




4i 




Select a student perform^ce objective in your occupational specialty 
which could, be achieved, at least partially, by using a audiotape. (In a real 
world situation, you start with an .objective and then sele(?t the most 
ap()ropriate materials and /or teaching methods. In this practice situation, 
howew, you^need to select an' objective that lends itself to uSing an 
audiotape.) ' ^ . ' 



Prepare a detailed lessoifPan which includes the use of an audicApe In 
ydlir plan, explain what tape(s) will be needed, how^it will be usea, and 
when Instead of developing a lesson plan, you may select a lesson pl^n 
that you ha^'e developed previously, and adapt that plart so that it includes . 
the use of an audiotape ' \ 




You may wish to hav6ryour»resour^;e person review the adequacy otyour 
plan He/she could use the Teacha|^f?erformance Assessment Form in 
Module. B-4, Deve/op a Lesson P/an, as a guide ^ 




^ased on your lessor? plan, select and obtain the tape(s) you will neeii to 
. make your presentation Also, arrange .to have the appropriate type of t^pe 
r^corderXbased on the.type of tape ypu will be using) available whep you 
make your presentation i. 



Before presenting youfJesson, you ^ may wish to arrange through"7our 
resource person to observe a res|fon mvolvtng the use of an* audiotape 
which IS being presented by a vocational teacher in your service area who 
IS experien(fed in usih^ this.technique. , ^ 
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In a simulated classroom situation, present your lesson to your resource 
person. Your resource person will serve two functions: (1) he/she will^ 
role-play a student to whom you Sre presenting thelfekson, and (2) he/she' 
will evaluate your performance^ 



Give^our re^urce person the Presentation Checklist: Audiotapes, pp. 
43-44, before making/your presentation in order to ensure that he/sh^ 



knows^what to look tor in your lesson. 



\ 
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PRESENX#mON CHECKLIST: AUDIOTAPES 



Diroctlont: Place X ih the NO, PARTIAL, or FULL box to indicate that ""^"^ 

each of the fojipwing performance components was not accomplished, 

partially accomplished/ or fully accomplished. If. because of speqial cir- 
cumstances, a performance component was not applicable, or impossible 



to execute, place an X in the Hi A box. % R«»oufc« perw 



LEVEL OF PERFORMANCE 

r 



The teacher: * ^ ^ ^ 

0 1 . arranged the physical setting in advance jri a way that would ensure 
that all studervts could hear the presentation clearly 

2. had equipment and fnaterials^adsembled in advance 



3. set up equipment and threaded the ta0^ according to manufac- i — i . i — i i — i | — | ) 
turer's recommendations ' ' ' ' ^ ' ' ' 



4. prechecked the equipment and pre^t to^, volume, etc 

5. adjusted the sound so that it m^t the ifoltwing critfria: 
a. clear and undistorted ' . . , 



b. loud enough to be heard by all memli^rs of the class 

c. pleasant tone . • V ^ \ • 

used a tape whicl 

' a. content was at ^dents^comprehensiOn level 



6. used a tape which met the following criteria; jb^ 



^ b. tiape aided in meeting the objective(s) of the Jessoji . 



c. content was jnd^ivatfona^l and interesting , 

. d. content was of good quality (e.g.,^ell organized, clear, logical, 
error free, and up to date) ^ ' 

e. recorded sound was of g^o<^uality ' . . . . 

* f. tape wasiS good condition , ^. - 

7. reviewed listening skills with students before playing the tape 



8. prepared students adtouately for the ta^e (e.g., raisQid key ques* 




tions, defined term! Mc.y ^ . 
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'9. presented the tape at a logical poinv in the lesson ^. . . .... □ □-□ 0 

10. had the tape set so that it started at the right place when turned to i — i r— i i — i j— i 
play during the lesson I — I I — I I — I LJ 

11. stoppec^e tape as soon as the selection had ended . . □ □ □ □ 

12. summarized (or had class members summarize) the tape content □ □ □ □ 
1^' obtained student feedback on students' understanding of the tape 

. ^4. obtained student feedback on students' evaluation of the tape . . □ □ □ □ 



^EL OF PERFORMANCE: All items must receive FULL, o r N/ A responses. If any item receives a NO, or 
pfflTIAL response^the teacher ar\d resource person should meet to determine what additional activities 
the teacher needs tp complete in order to reach competency in the weak area{s). 




Learning Experience V 



PINAL EXPERIENCE 




. ' Activity _ 




Mhool sRiMrtion,* present infQrmation with audio recordings. 



As you plan your^teesons, decide when records and audiotapes could be 
usedi0ectivelytoaidyouin meetifig the lesson ob|ectives. Based on those 
dec»iof« present information with audio recordings. This will include;— 

• deciding if you wish to teach aeiiigle leeeon which incorporate^ me 
use of both records, and audiotapes; or if you wish to teach two 

' leeeomrorie using a record and one using in audiotape 

• selecting/ modifying, or developing a lesson ptan(8) which includes 
the use of these ^techniques 

• selecting, obtafiUng, or preparing the neoeesary materiate 

• securing the necessary equipment ^ 

• presenting the le8Son(s) to the class 

NOTE: Your resource person may want you to submit your written lesson 
plan(s) to him/her for evaluation before you present your lesson(s). It may 
be helpful for your resource person to use the TPAF from Module 
Oeve/pp a Lesson P/an, to guide his/her evaluation. 



Arrange in advance to h^ your resource person observe tour lesson 
presentation(8). 

Your total compeiMsy will be assessed by your resource person, using the 
Tercher Performance Assessment Form, pp. 47-49. 

Besed upori th^ criteria spe9ified irfthis assessrnent instrunrtent, your 
resource person will determine whether you are competed in presenting 
inforormtion w^ audio recordings. 



'For a definition of "actual school s1tuatk>n.' we th« inaida back cover 
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TEACHER PERFORMANCE ASSESSMENT FORM 

Present Information with Audio Recordings (C-26) 



DIrMtlOM: Indicate the level of the teacher's accomplishment by placing 

an X in the appropriate box under the LEVEL OF PERFORMANCE heading, ^.te 

If, because of special circumstances, a pefrformance component was nor 

appli^ble. or impossible to execute, place an X in the N/A box. RwourwFwn 



LEVEL OF PERFORMANCE 



ftoGOfds ^^^..'fr> 

The teacher: 

1. arranged the physical setting ir^ advance in a way that 
would ensure that all students could hear the presenta- 
tion clearly ... 

2. had equipment and material^sis^lssembted in advance 



3. set up equipment and pl<^e& record on the turntable 
according to manufactur€iiK& recofrimendations 

4. prechecked tMe equipment and preset tone, volume, etc 

5. adjusted the sound so that tt met the following cnteria. 
1. clear and undisforted 

• b. loud enough to be heard by the class 

c. pleasant tone 

6. used a record which met the following criteria- 

a. content was at students' compYehension level • 

b record aided in meeting the objective(s) of-the^e^on 

c. content was motivational and irfteresting 

d. content was of good quality (eg,, well organized, 
clear, logical, error free, and up to date) 

e recorded SQund was of good quality 

f. record was in good condition 

7. reviewed listening skills with students before playing the 
record 

8. prepared students adequately forihe record (e g raised 
key question, defined terms, etc ) 

9. presented the record at a logical point in the lesson 

o ■ 
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10. placed the needle at the proper point on the record on the i — i i — i i — i i — i i— n |— i 

firsttrywithout allowing the needle to scratch the record I I I I I I I I I— I I— I 

11 removed the tone arm from the record as soon as the 

record (or record section) was finished without allowing i — i i — i r — i i — i |~l | — | 

the r>eedle to scratch the record I I I I l—l I 1 I— I I — I 

12. summarized (or had class members summarize) the rec- i — i i — i i — i i — \ i — i 

ord content ......... I I I II ILJ '1 — I LJ 

13. obtained student feedback on students' understanding i — i i — i \ — i i — i i— i' i — i 
of the record : I I I II II I I— ILJ 



14. obtained student feedback on' students' evaluation of the |— j ^ 



Audiotapes 

The Ttacheri. 

15. arranged the physical setting in advance m'a way that 

would ensure that all students could-hear the presenta- |— j Q-j 

16. had equipment and materials assembled in advance □ □ □ □ □ □ 

It/s 



s^t up equipment and threaded the tape according to i — i i — i i — i i — i i— i i — i 

manufacturer's recommendations * I J I I I I I I LJ I — I 

)B, prechecked the equipment arl^reset tone, volume, etc □ *□□ □ □ □ 

19. adjusted the sound so that it mei\the following criteria i — i i — i i — i i — i |— i r~| 

a. clear and undistorted ' . . . . . * I I , I I I r I I LJ LJ 

' b. loud enough to be heard by all r^embers of the class □ □ □ □ □■ □ 

c. pleasant tdne \ □□□□□□ 

\ 
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20, used a tape which met the following criteria i — i ,i — i i — i i — i rn 

a. content was at students' comprehension level I — I I — I I — I I — I - LJ l—J 

□ □ □ □ □ □ 



b. tape aided in meeting the objective(s) of the lesson 

c. content was motivational and interesting . 



d. content was of good quality (e.g», well organized, i — i i — i i — i i — i <'rn j~| 
clear, logical, error free; and up to date) , . I — I I — I I — I I — I l—J I— i 



e. recorded sound was of good quality 



□ □ QD □ □ 



f. tape was in good condition. _ 

21. reviewed listening skills with students before playing the q q q q ^ Q 

22. prepared' students adequately for the tape (e.g., raised i — i ~ i — i i — i i — i rtn j~| 
key Questions, defined terms, etc.) ... I — I I — I I — I I — I LJ 'I— i 

23. presented tf^fe tape at'a logical point in the lesson . 



□ □ □ □ □ □ 



24^ had the tape set so that it started at the right place when 
turned to play during the lesson ..... 



□ □ □ □ □ □ 

□ □ □ □ □ □ 



25. stopped the tape as soon as the selection had ended 

26. summarized (or had class memT^erssi^marize) the tape q q q q 

27. obtained student feedback on students' understanding 
of the tape 



28. obtained student feedback on students' evaluation of the Q Q Q Q |~| 



LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item 
receives a NONE, POOP, or FAIR response, the teacher and resource person should meet ttvdetermine 
what additional activities the teacher needs to complete in order to reach competency in the weak 
area(s). a 
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ABOUT USING THE CENTER'S PBTE 

MODUtES 
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Organizatfon 

Each module Is designed to help you gam competency 
In a particular skiH area considered important to teach- 
ing success. A module is made up of a series of learning 
experiences, some providing background information, 
some providing practice experiences, and others com- 
bining these two functions Completing these experi- 
ences should enable you to achieve the terminal objec- 
tive in the final learningexperience Thefinalexperie|ice 
\t\ each module always requires you to demonstratemhe 
skilhn an actual school situation whenyou are an intern, 
a student teacher, or an mservice teacher 

Procedures 

Modules are designed to allow you to individualize your 
teacher edutation program You need to take only those 
modutes covering skills which you do not already pos- 
sess Similarly, you need not complete any learning ex- 
perience within a module if you already have the skill 
needed to complete it Therefore, before taking any 
module, you should carefully review (1 )the Introduction, 
(2) the Objectives listed on p 4. (3) the Overviews pre- 
ceding each learning experience, and (4) the Final Ex- 
perience. After comparing your present needs and com- 
petencies with the information you have read in these 
sections, you should be ready to make one of thefoHow- 
ing decisions 

^ • that you do not have the competencies indicated, 
and should complete the entire module 

• that you are competent in one or more of the en- 
abhr\g objectives leading to the final learning ex- 
perience, and Ihus can omit that (those) learning 
experience(s) V 

• that you are alrfeady competent in this area, and 
ready to complete the final learning experience m 

• Order to "test out 

• that the module is inappropriate to your needs at 
this time I 

When you are ready to take the final learning experience 
and have access to an actual schocJI situatron, make the 
necessary arrangements with your resource person If 
you do not complete the final experience successfully, 
meet with^.yom resource person and arrange (1) to re- 
peat th»fexperienc9 or (2) complete (or review) previous 
sectior4' of the module, or other related activities 
suggesfe^rtfyour resource person before attempting to 
repeat the finaJ experience 

Options for recycling are also 'feivailable in each of the 
learning experiences preceding the final experience 
Any time you do not meet the minimum level of perfOT= 
mance required to meet an objective, you, and your re- 
source persbn may meet to select activities to help you 
reach competency This could involve (1) completing 
parts of the module previously skipped. (2) repeating 
activities, (3) reading supple^mentary resources or com- 
pleting Additional activities suggested by the resource 
person, (4) designing your own learning experience, or 
(5) completing some other activity suggested by you or 
your resource person 



Terminology 

Actual School SKuation , refers to a situation in 
which you are actually working with, and responsible 
for, secondary or post-secondary vocational students in 
a real school An intern, a student teacher, or an in- 
service teacher would be functioning in an actual school 
situation If you do not have access to an actual school 
situation wher^you are taking the module, you can com- 
plete the module up to the final learningexperience You 
would then do the final learning experience teter, i e , 
when you have access to an actual school situation 
Alternate Activity or Feedback refers to an item or 
feedback device which may substKute for required 
Items which, due to special circumstances, you are un- 
able to complete 

Occupational Specialty refers to a specific area of 
preparation within a vocational service area (eg, the 
service area Trade and Industrial Education includes 
occupational specialties such as automobile me- 
chanics, welding, and electricity) 
Optional Activity or Feedback refers to an item 
which IS not required, but which ^s designed to supple* 
ment and enrich the required items in a learning experi- 
ence 

Resource Person , ^ refers to the persori in charge y)f 
your educational program, the professor, instructor, 
administrator, supervisor, or cooperating/supervising/ 
classroom teacher who is guiding you in taking this 
module 

Student refers to the person who ts enrolled ^nd 
receiving instruction in a secondary or post-secoridary 
educational institution 

Vocational Service Area refers to a major vocational 
field. agricultural education, business and office educa- 
tion, distributive education, health occupations educa- 
tion, home qconomics education, industrial arts edu- 
cation, technical education, or trade and industrial ^u- 
cation 

You or the Teacher refers to the person who is tak- 
ing the module 

Levels of Performance for Final Assessment 

N/A The criterion was not n«et because it was not 
applk:able to the situation 

None No attempt Xas made to meet the criterion, 
although it was relevent 

Poor The teacher is unable to perform this skill or 

has only very limited ability to perform it 

Fair The teacher is unable to perform this skill in an 

acceptable manner, but has some ability to perform it 

Good The teacher is able to perform this skill in an 

effective manner \ 

Excellent The teacher is able to perfc?rm this skill m a 

very.effective manner 
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Titles of The Center's - 
Perfonnance-Based Teacher Education Modules 



Prsptfre Ibr a Community Survey 
Conduct a Community Survey 
Report the Rrxjir>gs of a Commorwty Survey 
Or^r>ize an Occupational Advistfry Committee 
Maintain an Occupattonal Advisory Comrnrttee 
Develop Program Ooels and OtJjecttves " ^ 
Conduct an Occupatior^aJ Analysts 
Develop a Course of Study 
Develop Lor>o-Rar<ge Program Plans 
Conduct a Student Fdllow-Up Study ^ 
Evaiuata Your VOcattonal Program 



A-1 
A-2 
A-3 
A-4 
A-5 
A-6 
A-7 
A-B 
A-9 
A-10 
•A-11 

Ct a g ory B: kwlniclftonal Planning 

B-1 DetenDine Needs and Interes^of Students 

B-2 Develop Student Performance Ot>jectives 

B-3 Develop a Unrt of Instructton 

&-4 'Develop a Lesson Ptan 

B-5 Select Studem Instructionai Matenals 

B-6 ' prepare Teacher>lM^ Instructional Matenals 

ff|>a||nrif C: InalnicttonaJ Execution 
CfL^ Direct RekJ Tnps 

C^pt Conduct Group Dtscussions, Psnet Discussions, and 
^mpoeiums 

C-3 Employ Brainetorming, Buzz Group, and Question Box 
Techhiques 
Direct Students tn Instructing Other Students 
Employ Simulation Techniques 
Guide Student Study 
Direct Student Laboratory Expenence 
Direct Students m Applying Problem-Soivir>g Techniques 
Employ the Project MettvxJ 
Introduce a Leseon 
Sunvnartze a L ees on 

EmpiOY Oral Queitjonir>Q Techniques . ' — 

Employ Reinforcement Techniques 



/ 



C-^ 
C-5 
C-6 
C-7 
C-8 
C-9 
C-10 
C-11 
C-12 
C-t3 
C-14 
C-15 
C-16 
C-17 
C-18 
C-19 
C-20 
C-^ 
C-22 

C-23 
C-24 
C-25 
C-26 
C-27 
C-28 
C^29 

Camory D: •RaCnioiefial gnafc i lion 

D>1 Establish Student PerfOrmar>ce Crttena 
D-2 Aaaeaa Student Performance Knowledge 
CK3 Aaaeas Student Performance Anitudes - 
DM Aaaeas Student Performance Skills 
D~5 Determine Student (grades 
D--6 Evaluate Your lnstructk>nal Effectiveness 

Clagory E: Mnicional MenagemefH 

E-1 Project Inatnjctional Raeource Needs 
E-2 Manage Your Budgeting and Reporting Responsibilities 
E-3 Arrange for Improvement of Your VocaHortal Factiities 
£-4 Maintain a Rling System 



Provide Instruction for. Slower and Mors Capabie Loameij 
Prea^ an Illustrated Talk 
Demonstrate a Maniputative Skill 
Demonstrate a Concept or Pnncipie 
Individualize Instruction 
Employ tne Team Teeching Approach 
LIse Subt«:t Matter Experts to Present Information 
Prepars Bulletin Boards mvA Exhibits 
Pfseent information with Models, Real Objects, and Flannel 
Boards 

Present infoo&ation wtth Overtiead and Opaque Matenals 
Present Information with Filmstnpe and Slides 
P r ea ent Information wtth Films 
Present information with Audio Recordings 
Present mformabon with Televtasd and Videotaped MatSnals 
Employ Programmed instruction 

mkxmation wtth the ChafWx)ard and Rip Chart 



E-5 Provtde for Student Safety 

E-e ProvideJor tt>e Ftrst Aid Needs of Students 

E-7 Assist ^udents in Developing Self-Discipline 

E-6 Organize tt>e VocatK>nal Laboratory 

E-9 Manage the Vocational Laboratory 

Category F: Outdance 

F-1 Gather Student Data Using Fonnal Data-Collection Techniquea 

$-2 Gather Student Data Through Personal Contacts 

F-3 Use Conferencesio Help Meet Student Needs 

F-4> PnjvKJe Information on Educattonal arjd Career*Opportunit*es 

F-5 AsststStudentsin Applyif^ for Ert^ptoyment or Further Education 

Category Q: School-C on fimunliy Relattona 

G-1 Devetop a School-Communrty Relations Plan for Your Vocational 
Program 

G-2 Give PresentationsUo Promote Your Vocational Program 
G-3 Develop Brochures to Pronrwte Your Vocational Program 
G-4 Prepars Dtspiays to Promote Your Vocational Program 
G-5 Prepars News Releases and Art iciesCor>cem I npl^our Vocational 

Program rc 
Q-6 Anvige for Television and Radio Presentations Concerning Your 

Vocabor^aJ Program 
G-7 Corvluct an Open House 
G-8 Work with Membe** of the Community 
G-9 Work wtth State and Local Educators 
G-10 Obt^n Feedback about Your Vocatio6ii4>rbgram 

Category H: Student Vocational Organization 

H-1 Devek>p a Personal Phitosophy Concerning Student Vocational 
Organizatiorw 

h4-2 Establish a Student Vocational Organization ^ 
H-3 Prepare Student Vocational Organization 'Mem beri for 

Leadership Roles * 
H-4 Assist Student Vocationai Organization Members m Devetoping 

arxj FirwKing a Yearty Program of Actrvrties 
H-* Supervise Activities of the Student Vocational Organization 
H-6 Guide Pwtidpalion in Student Vocatk>nal Organization Contests 
Category I: P ie t e aa lonal Role and Development 



1-1 Keep Up-to-Date Professionally 

1-2 Serve Yow Teaching Protessipn , 

1-3 Devetop an Active Personal Philosophy of Edupation 

1-4 Serve ttie School sod Community 

1-5 Ot>tain a Suitable Teaching Position 

1-6 ProvkJe Laboratory Experiences for Prospective Teachers 

1-7 Plan the Studertt Teaching Experience 

l-« Superytse Student Teachers 
Category J: C o o idlna ^ o n of Cooperathre Education 

J-1 Establish Guidellnes.lSr Your Cooperatfve Vocational Program 

y-Z Manags the Attendance. Transfefs. and Tenninations of C<K>P 
Sti>defn\ 

^3 Enroll Students in Your Co^ Program 

J-4 Secure Training Stations lOr Your Co-Op Program 

^5 Place CoOp Students on ths Job 

J-6 Devek>p the Training Abill^ of On-the%Job Instructors 

y-1 Coordinate On-the>)ob Instructton 

j-« Evaluate Co-Op Students' On-the-Job Performance 

^9 PiSpars for Students' Related Ir^ruction ^ 

^10 Superviae an Empfoyer-Emptoyee Appreciation ^fSP*,^ 

PICLATEO POWJCATKHIS - ^ . 

Student QuMe to Uaing Performance-Based Teacher Education 
Matertala 

Reaource Person GuWe to Using Performance-Baaed Teacher 

Educatk>n Materials 
Gukle to the Implementation of Performance-Based Teacher Education 



For Mormallon rvgardlng avaMabWIy aitd prlCM of tlWM materials contact— 

AAVlli 

Amirtcan AsMdctton for Voc«tkm«l Instnictloral Matortoto 

120 EnglnMTing Ontar e Atharw, (Borgia aoefiTe (404) 542-2586 



